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CAREER EDUCATION PROGRAM ASSESSMENT

SECTION The "What and Why" of Career
Education Proaram Assessment

....

SECTION II: The Career Education Program
Assessment Guide
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STATEMENT OF ASSURANCE

. Oregon Department of Education

It is the policy of the Oregon Department of
Education that no person be subjected to
discrimination on the basis of race. national origin,
religion, sex ,bge. handicap, or marital status in any
program, service, or activity for which the Oregon
Department_ of Education is responsible. The
D..partment will comply with the requirements of
state and federal law concerning nondiscrimination
and will strive by its actions to enhance the dignity
and worth of all persons.
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THE "WHAT AND WHY"

OF CAREER EDUCATION PROGRAM ASSESSMENT

Assessment, as used in this book, is a point-in-time measurement of progress

toward an ideal or model career education program. The program model herein

suggested is the result of years of developmept by the,Oregon Department of

Education assisted by many advisory committees and educational agencies.

For districts and individual schools to meet their particular goals iiidevelop-

ing a career education program,, it is essential that,a periodic measurement

. of progress be made. The.assessMent guide was ddveloped for this purpose.

J.
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,INTRODUCT ION

-0

This assessment is designed to help the district and individual school Adminis:
trators, counselors, teachers and other support staff compare their career
education programs to the comprehensive career education model' suggested by the

--Oregon Department-of Education. Specifically, the assessment should help
determine areas where additional resources are needed to strengthen the career
education program. In addition the assessment sould provide:

(Al Anuhderstanding of the components of a comprehensive career edu-
cation program,

.
, .

(b) A comparison of each component within the individual buildings
and overall district'in relation to the state model,

11(c) Data from which prio ities may be established for better resource

utilization,

(d) Increased staff awareness of the state and district programs;

(e) Improved communication among staff and administrators,

(f) An experienced team of teachers, counselors, administrators, and
other support staff who are arniliar with the district program,

and

(g) The views.ofa-jeam from outside the district relative to district

career educatioRTevelopment.



THE ASSESSMENT PROCESS
0

The assessment can be conducted in a number of ways, ranging from a single

school to a total district assessment for all levels of education, including

awareness, exploration, and preparation, using both'district and out -of- district

assessment teams.

The district, or inside team, will be composed_of teachers, counselors, adminis-

trators and other supporting staff.from the loca1 district. The out-of,Aistrict,

or outside team,-will include similar staff from other_districts-as well as

personnel from the Department of Education.

Because the outside team is to impartially confirm the inside team's observations,
the outside team will need to conduct their assessment soon...after the inside

team has had ample time to prepare its profile sheets and 'preliminary reports.

--Organization of Assessment Teams

To_complement the organization of,the career education assessment guide, most_

districts find it advantageous to organize both the inside and outside

_-team--into four sections. Each section will have the respbnsibility for,one

program component; i.e., administration, persanel, school and community rela-

tions or curriculum. At least one person from each level being assessed, i.e.,

Awareness, Exploration and Preparation, should be aSSignfd to each section

team.* Since the curriculum section involves extensive assessment (depending

upon the size of the district or school), it is suggested that at-least two

staff from each level be assigned to this section.

Districts may find it useful to assign an administrator to work with the individ-

ual section teams. The result of these suggestions will lead to the following

inside and outside team organization:

Program Components Level Represented

ADMINISTRATION

PERSONNEL

Administration (I) **

Awareness (1)

Exploration (1)

. Preparation (1)

Total 3-4

Administration
Awareness (1)

Exploration (1)

Preparation (il

Total

*If a single school or level is being assessed, the team members may or

may not be from that level at the option of the district.

.**Optional
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Program Components 'Level Represented
continued)

O

SCHOOL /COMMUNITY RELATIONS

CURRICULUM

-

Instructions for the Assessment Teams

Administration (1)**
Awareness (1)

Exploration (1)

Preparation (1)

Total 3-4

Administration
Awareness

Exploration
-Preparation;

Total

OVERALL TOTAL 12-20'

Since the purpose of the assessmen.7 is to improve the career education program,
individual team members need to be as objective as possible. This means to
assess what -is not what is about to happen or is in the planning stage.

When administering the assessment, members of the teams need to be aware 6f the
following' considerations':

(a) Verbal personal opinions to teachers, counselors, administrators or
other supporting staff add little to the process.

(b) Writing of comments or commending actions should be done after an
,-- interview; 11-ten carefully--assess later.

(c) Expect teachers, counselors, administrators and other support
staff to be concerned. Set them at ease by assuring, them that

what they say will be anonymously reported.

(d) When interviews uncover any political or personality statements made 1
by staff, they should be considered by the' team-at-large. The team
should determine if there is'enough evidence to warrant constructive
comment.

(e) Assessment team members receive privileged information; confi-
dentiality should be safeguarded.

The assessment teams should be at ease and informal in their inquiries. Staff

should be told of the coming assessment and be prepared to make available

their resources.

**Optional

viii
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Time Commitment

The time commitment will vary. The minimum time for districts of average size
(for all three levels) will be 20 hours each for the inside and the outside
teams. This estimate includes meetings, the assessment, work -- sessions, and
Writ,ing of interim and final reports. Since fewer members will be involved in
presenting the__Pr6files to the administration and in writing the interim and

final report, most members will be involved for less than 20,,hours.

Suggested Meetings

Although the inside team will conduct its assessment before the outside team, it
is recommended that both teams share instructions in a joint meeting before the
inside team assessment. This will insure that both teams have received the same
orientation and are operating under the same assumptions: The purposeof the
orientation will be to familiarize the teams with why the assessment has-been
requested, the assessment process, the glossary of terms, and the aaenda. TIME

:-ISHOULD BE PROVIDED'TO ANSWER QUESTIONS.

Upon--meeting with the faculties and other staff, to orient them to the impending
assessment, the inside team will.commence its assessment by meeting with the
district administration for a short meeting to discuss district and individual

school policy and practice. Following this session, the administrative component_
team will assess the district level policies regarding career education, while
the other component teams (i.e., personnel, school and community relations and
curriculum) move into the various schools, grades and classes being assessed.
Once the administrative section team has completed the district level assessment,
it will visit with the individual school administrators.

Upon completion of the assessment, the four component teams will meet in a work
session to recap their observations -and prepare profile sheets for the individual

schools at each of the career education, levels, and the district overall. These,

:and similar ,sheets from the outside team, will then be presented to the district

and -.hool administrators in-a joint meeting .pon completion of the,outside

team assessment. For best results the final report should beo-presented within

a week-o-fasses-sment-completion.

Prior to the final joint meeting, the inside team will have prepared an interim
written report discussing its findings, the results of which should be available

to the outside team upon beginning its assessment. Ideally, inside team members

should be available to the outside team members during their assessment.

The outside team will commence its assessment soon after the above interim
report has been completed, and conduct its assessment in an identical manner.
This will include: an initial short session for all four sections of the outside
team with_the district and school administration,-the break-uvortlie_S_e_ction
teams to conduct their assessment, followed by a work session to recap their

observations, prepare appropriate profile sheets, and present them in a joint
meeting with the inside team and district and school administrators. At this

time the assessment coordinator will 'nave prepared profile sheets illustrating
similarities and differences observed between the inside and outside teams.

The above events are it 1 ustrated_ by the....s.hart_on_ the fallowing page.
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For the purposes of this guide, the term career education includes vocational
prpgrams at the preparation level.

In niidbcting the assessment at this 1eV-0 it is important that 576fh
vocational preparation and the complementary career development programs be

considered.

3
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ORGANIZATIONAL STRUCTURE
OF THE

ASSESSMENT GUIDE

The 'assessment guide is divided. into four major'parts:

I. Administration
II. Personnel

III. School and Community Relations
IV, Curriculum

Each part includes two or more elements_of career education program develop-
ment.

The first three parts of the guide reflect criteria common to all levels of
career education: Awareness, Exploration and Preparation. The fourth, Curriculum,
viaries-in emphasis for each level, requiring separate criteria.

This difference is-built in the assessment sections; buff for Awareness (K -6),
pink for Exploration (7-10), and blue fiir Preparation (11-12)--to facilitate
assessment for any or all of career education through one common instrument.
Single or multiple program profiles can be charted to portray those needs specific
to the Awareness, Exploration and/or Preparatory components, or to the overall
district-needs.

Each of the components has a set of criteria statements and space for comments.
The numeric value assigned to each component is then transferred to the profile
sheets located at the end of the assessment guide.

The profile sheet(s) provide the district with a general overview of its career
education program, showing both areas of strength and areas that require addi-

tional support.

7



SUGGESTED UTILIZATION

Instructions

The instrument provides for an assessment of' essential components within a model
career education program. When using the instrument, the team should determine
the degree to which the elements are present. To answer, circle the appropriate
number: 0 indicating critical heed, 1 indicating much additional support needed,
2 indicating some additional support needed, and 3 indicating no additional support
needed. IF AN ELEMENT DOESN'T, EXIST, THE NEED IS CRITICAL AND SHOUp BE MARKED
0 (ZERO). All criteria...should be rat ed,auept those noted on the Guide Sheet
preceding each part.

_Following each criterion, there is space for suggestions, identifying exemplary
practices, or questions. This section.is especially valuable for clarification
and amplification of the circled numeral. In addition, these written observations

should be included in the final.report.

Preparing the Profile Sheets. Total the circled numbers for each element.
Divide the total by the number of assessment criteria in that element to obtain
the average. Enter and plot this averaoe on the profile sheet. By following

Abis_procedure_for each element_the profile of the total district-career education_
program will result. Using the same procedure, any single component or combina-

tion of components can be profiled. 'Various kinds of lines (broken, dotted,
etc.) can represent the involved schools,_levels and teams.'

The profile sheet(s), along with the interim and -final reports, should'help the
district apa individual schools set priorities for immediate and future program

planning.

Caution. When using the1 assessment guide, it is imperative that the criteria
be applied to___each educatfonal level being assessed, not just the overall, program.

FAILURE TO DO SO WILL PRESENT AN INACCURATE PROFILE. The following exampleS

illustrate this point:

Example:
In determining the degree of administrative commitments to the career
education program, the central administration may be fully committed,

but not the building administration.

Example:
The staff in an elementary school may be well-trained to conduct career
awareness activities, yet the-general-high school staff have ro in --

service in career preparation activities.

It)
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GLOSSARY OF TERMS

Able and. Gifted Students: Students whose abilities, talents and potential
require educational programs different from the
regular programs in order for them to realize

and society.their contribution to self ansociety.

Advisory Committee:

Bilingual Students:

Career Education Program
Assessment:

Career Development Task:

Career Guidance:

Community Resources,
Facilities, Equipment:

Disadvantaged Students:

Evaluation:

--Extendeld-Currtra-ct:

A group, usually from outside education, with
current and substantial knowledge of jobs, and
occupations, who are selected to proVide advice
on technical matters for various programs.

Students whose primary or home language is
other than.English and who reqUire special
assistance in a program which uses the stu- .

dent's primary language for instructionmhile
simultaneously teaching English language-
skills.

A survey of the present condition of the total
career education program.

Sequential steps necessary to insure each
student's orderlyi progress toward a career

goal -for exampledeveloping_a positive
concept, understanding the decision-making
process, or acquiring knowledge and skills in
occupations and work settings.

All the various types of assistance provided
to.help individuals in their career development.
It includes instruction, counseling-,- placement,
follow-through, evaluation and support procedures
based on youth career planning and development_
needs.

Those human and physical assets within the_
community that provide assistance to the
Schools in carrying out its education programs.

Students whose academic or economic handicaps
require special services and assistance in
order for them to succeed in regular education

programs.

An information-based process that systematically
examines the extent to which objectives, plans,
activities, and - commitments are successful in

supporting attainment of specific goals.

-A-contract for services peer-formed-beyond-the--

regul ar 180-day teachinc contract (normally
enacted during summer months).



r.

Handicapped Students: Students who are mentally retarded, hard
of hearing, deaf, speech impaired, visually
handicapped, seriously emotionally disturbed,
crippled, or otherwise health iTpaired_and
who cannot succeed in regular educatiori-pro-
grams because Of their handicapping condition.

, .

Individualized Instruction: A delivery system that allows each student
to acquire knowledge, skills and abilities in,
keeping with predetermined objectives without a
timeline. o .

Interdisciplinary:

Key Occupations:

Lcing-Range Plan:

Program Level:

Staff Competencies:

Student Outcomes:

Release Time:

Work Experience:

Activities which involve two or more disciplines
that show the relationship and application
of common competencies.

Occupations that are representative of the com-
munity or labor force with respect to numbers
employed and required competencies.

The career education development plan that
is encouraged by the Oregon Department of

Education. It should be approved by the
district school board-prior to filing with this

agency.-
r

;
s.

Refers to the age and/or grade level of the
Student, or subject being taught.

Knowredge, abilities, attitudes and skills
needed by the staff to operate a quality _
career education program.

Pupil performance in terms of predetermined

objectives.

Time provided during the regular teaching day'

to plan career,education activities.

Activities of a student in a work environment
that are supervised jointly by the school
and the training agency.

1d
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ADA4IN-ISTRATI0.N

Guide Sheet

1

The-criteria -*ears in the order of district-to-school level.

"Advisory personnel," #3 in FINANCING section, refers to more than advisory committees.

FINANCING, item #8, refers to Exploration and Preparation only. When aSsessing awareness
program; delete #8 from the average.

Key - Rating Scale
_

0 Need for additional tupport is critical or element does not exist.

I~ - Large amount additional support needed,

2 - Some additional support needed.

3 - No additional support needed. 4'

2 U
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Part r
ADMINISTRATION

Administrative commitment and leadership are essential to,the development and continued operation
-1-4f ,a quality career education program.

ELEMENT ASSESSMENT COMMENT---s

;

STRUCTURE AND FRUCESS

A. AdMinistrators should-be aware of the unique
elements of career education programs. The
utilization of these elements depends on
effective communication, ldadership,*planning,
implementation and evaluation by administra-,
tors, teachers, the community and-the-Oregon
Department of Education.

Assessment Criteria

1. The -board and administrators have endorsed
in writing the career education program at
the levels being.- assessed. (Awareness,!
Exploration, Preparation.).

2. Administrators utilize advice and recommen-
dations of advisory-committees.

3. Administrators use the long-range praiiC'
when determining thel'iwiorities=forAev.elop-

, ing the career education programs.

4. Administitors use the long-range plan to
finance 5'6-career education program.

5. Administration includes staff input when
decisions must be made regarding programs.

0 1 2 3

0 1 2 3.

0 1 2 3

0 1 2 3

0 1 2 3

22
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.ELEMENT ASSESSMENT
.

COMMENT

6., A person at the district level has been 0 1 2 3
*., identified and given the time, responsibility

. and budget to coordinate the program.

7. The district career education coordinator has

a written job descriptionw-Fich includes
defined authority.

0 1 2 3

8. Staff competencies for implementing career
education into the total curriculum have
been identified in writing. ,

9. Oregon. Department of Education guidelines
for recommended student-teacher ratios are
taken into consideration when developing
staff._

0 1 2 3

. 0 1 2 3

,_
...

10. A person at each school in the district has 0 1 2 3
been given the responsibility for coordinating
the program. .

11. The building coordinator at each school
has specified time to carry out assigned
career responsibilities.

u 1 2 3

12. Coordination of the career education program
is being done by the district and building
coordinator.

0 1 2 3

Comprehensive Assessment for Total Val ue

STRIXTR: AND PROCESS Avg. Val ue

-,........
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ELEMENT ASSESSMENT COMMENT

PLANNING

B. Planning is the process that allows career
education mograms to be implemented, upgraded
and properly maintained. It is an active
effort to determine needs, set goals, identify
rescurces, and establish implementatio'n -

procedures to meet the needs of the students,
staff and community.

.

Assessment Criteria

1. The district has developed a long-range
plan for career education.

2. The district board has adopted the long-range
plan for career education.

3. There are timelines for projected accomplish-
ments.

4. The long-range plan is revised annually.

5. Formal strategies have been employed to
determine student, staff and community needs
related to career education programming.

6. There is a written plan to identify bilingual
students.

7. Each school has developed a plan for career
education, supporting the district long-range
plan.

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

---

20 20
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ELEMENT ASSESSMENT COMMENT

8. Each school has developed written guidelines
for implementing its long-range plan._

9. Joint planning occurs among all levels of
careerRucation.

Comprehensive Assessment for
PLANNING

2 7

9123

0123

Total Value
Avg. Value



ELEMENT ASSESSMENT ° COMMENT

FINANCING

C. Financial resources are required to carry
out a-qualicareer-education-program----

.consistent with the school's philosophy and
objectives.

Assessment Criteria

The operating budget supports the identified
career edueation priorities outlined in
the district's long-range plan.

2. The instructional staff assists the adminis-
tration in deyeloping the career education

3. Advisory personnel are consulted in develop-
ing the career education budget.

4. Personnel, facilities, supplies, equipment
and supporting services are budgeted to
carry out career education objectives.

5. Resources are budgeted for extended contracts
Oere needed.

6. Resources are budgeted for staff in-service.

7. Resources are budgeted for curriculum develop-
ment.

.2;)

0123

0123

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

30



ELEMENT

3 1

8. Resources-are-budgeted for transportin stu-

dents to on-site work locations. Exploration

-dTb-Preparati&O--------

The student is covered by adequate insurance
while participating in work experiences
related to career education.

Comprehensi-ve_Assessment for_
FINANCING

ASSESSMENT

0 I 2 3

0 I 2 3

Total Value'
Av.g. Value

COMMENT

iS



. ELEMENT ASSESSMtENT COMMENT

FACILITIES AND-EQUIPMENT

D. . Many career education activities can be
--conducted without-specialized facilities or

equipment. But where they are needed,- their
availability and accessibility is of the
utmost importance. As students become more
aware of their interests and aptitudes in
relation to potential careers, facilities,
equipment and other related-resources become
essential to enhancing growth.

Assessment Criteria

I. Facilities and equipment neceSsy to implement 0 1 2 3
career education programs have been identified.

2. Existing fadilities and equipment are adequate 0 I 2 3

to carry out instruction objectives.

0 1 2 3

0 1 2 3

3. Available facilities and equipment are
being utilized to their potential.

4. Additional facilities and equipment necessary
to implement'the planned career education
programs ar^ budgeted. -

5. Facilit c- and equipment available for
"hands on" experiences are representative of
those used in the community.

:3

0123

0



ELEMENT'

6. -Fac i 1 i ties and equipment are maintained

and routinely checked to insure thii safety
met.

7: Adyi sory personnel are consul ted on the

selection of facilities s and equipment.

8. Specialists for the handicapped are consul ted
concerning access to. _these facilities. _

ASSESSMEnT COMMENT

Comprehensive Assessment for
FACILITIES AND EQUIPMENT

33

0 1 2 3

0 1 2 3

0 1 2 3

Total Val ue

Avg . Value



ELEMENT ' ASSESSMENT COMMENT

o ,-,,'EVALUATION

E. A career education program should have
a-defintte plan for evaluation; -Evaluation

should determine how well the program is
meeting the needs of the individual student,
the community and the world of work.

Assessment Criteria

1. There Are written provisions for outside
assessment anc evaluation.

2. The students, staff and_advisory members
are involved in evaluation.

3. Instruments for evaluation are utilized.

4. A written plan to evaluate the career educa-
tion programs has been developed.

5. There is evidence that the evaluation results
are being utilized for improving the career
education programs

6. Assessment and evaluation results are reviewed
with administrators, staff, advisory committees
and school board.

7. A written plan exists to assess the career
education competencies of teachers.

3

0 1 2 3

0 1 2 3

-0 1 2 3

0 1 2 3

0 1 2 3

0 1 2

0 1 2 3

3d



k

ELEMENT AS-rSSMENT COMMENT

8.
.

._._

The plan to assess the career education
-competencies of teachers. has been implemented._ _

0 1 2 3
_

Comprehensive Assessment for
EVALUATION

Total Value
Avg. Value .

33
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PERSONNEL

Guide Sheet

Qualifications

--Teacher competencies, '',', for Awareness are found in the Orenon Department of Education guidelines,
Implementing Career A'Jdreness in the Elementary School (Salem, Oregon, 1975).

Key - Rating Scale

U - Need for additional support is critical or element does not exist.

1-- Large amount additional support needed.

2 - Some additional support needed.

3 No additional support needed.

41 ,4'
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Part II

PERSONNEL

The key element to a dynamic ongoing educational program is the staff.

ELEMENT ASSESSMENT

QUALIFICATIONS

A. The knowledge, ability and skill of the
school's staff directly affect the quality of
the education program.

Assessment Criteria

I. Staff members are certificated for their
area of responsibility.

0 1 2 3

2. Staff members__dentantrate )dentified teacher
competencies in career education programs.

0 1 2 3

(See page 24)

3. Staff members use individualized methods 0
of instruction.

1 2 3

4. Staff members have identified student outcomes
for their program level.

0 1 2 3

5. Staff members have included career education
in their curriculum.

0 1 2 3

6. Staff members have been trained in career
guidance competencies.

0 1 2 3

4'
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ELEMENT ASSESSMENT

.

COMMENT

7. Staff memberS have been-trained to eliminate
,

sex-role stereotyping.

0 1 2 3

Comprehensive Assessment of
QUALIFICATIONS

.=----

Total Value

4 _

Avg. Value



ELEMENT ASSESSMENT ,COMMENT

4

PROFESSIONAL DEVELOPMENT

B. Development requires that dehnite provisions
be made so that staff can keep pace with
changes in society and assume the resp9ngibility
for professional growth.

Assessment Criteria

I. Professional development needs have been
identified.

2. There are written guidelines for staff
development.

3. A professional development program is in
operation to meet needed staff career educa-
'tion competencies.

4. Sufficient resources, including release
time and finances, have been identified and
made available to maintain career education
competencies.

5. Provisions have been made for consultant
help in professional development.

6. Each new teacher is provided orientation
including review of school career goals,
objectives and resources.

7. Staff are included in the planning and

implementation oistaff developaeRtActimiti6.

47
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ELEMENT ASSESSMENT COMMENT

0

8.. The staff has the opportunity for in-service
.training in career education.

9. The staff has-the-opportunity for in-service
training to eliminate sex-role stereotyping.

10.' The staff has the opportunity for in-service
training in meeting the needs of disadvantaged
students:

11. The staff has the opportunity for in-Service
training in meeting the needs of handicapped
students.

12. The staff has the opportunity for in-service
training of able and gifted studehts.

13. The staff has the opportunity to improve
their career guidance competencies through
continuing in-service programs.

14. Release time is provided the staff for
planning and upgrading career education
programs.

15. Release time is utilized the staff for
planning....and_upgrading career education

programs.

Comprehensive Assessment of
PROFESSIONAL 'DEVELOPMENT

0 1 2 3

0 1 2 3

0 1 2 3

0-1-2-3-

0 1 2 3

0 1 2 3

0123

0123

Total Value
Avg. Value



SCHOOL AND COMMUNITY RELATIONS

Guide Sheet

- -A district need not provide a separate committee for Career Awareness but should utilize existing
groups such as: District Career Education Committee, P.T.A.,Advisory Committee, Staff Advisory
tommittee, or District Curriculum Committee.

. --Awareness program'should not be assessed in #10.

- -The chairperson, #11, should be an individual from the community.

Key - Rating Scale

0 - Need for additional support is critical or element does not exist.

l'- Large amount additional support needed.

2 - Some additional support needed.

3 - No additional support needed.
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Part III

SCHOOL AND COMMUNITY RELATIONS
Community resources should be utilized in providing direction for career education,

also, serving as liaison between school and community.

ELEMENT ASSESSMENT COMMENT

ADVISORY COMMITTEE

A. Career education programs should reflect the .
needs of the occupatiohal world and the

community. Advisory committees can assist in

planning and keeping programs current with
the requirements of the world of work.

Assessment Criteria

1. An overall district career education advisory

council is functioning.

2. Advisory groups/committees are functioning
for each educational level and specialized
occupational area. (11-12)

3. Coordination exists among the advisory com-

mittees.

4. Staff have been assigned to work with each

advisory committee.

5. Assigned staff regularly attend advisory
committee meetings.

6. Duties and responsibilities of advisory
committies are outlined in writing.

5j

0 1 2 3

0 1 2

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3
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ELEMENT ASSESSMENT COMMENT

7. Duties and Tespornstbitiltuso-fxdvisory
committees as outlined are being followed.

. Advisory groups include broad community
representation.

9. Advisory groups include representation for
the disadvantaged, handicapped, and able
and gifted students.

10. Representation on the advisory groups reflects
the career areas involved.

11. The chairperson of the advisory committee
41%

and responsible school individuals jointly
plan meetings.

12. The responsibilities, tasks and objectives
of the advisory groups have been jointly
developed by school personnel and advisory
members.

13. The advisory groups have developed long-range
plans of action.

14. Advisory-group-recommendations-are considered,
evaluated and reported to administators.

Comprehensive Assessment of
ADVISORY COMMITTEE

J,)

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

Total Value

Avg. Value



ELEMENT ASSESSMENT COMMENT

RESOURCES

B. P. direct'contact with people who represent
the community, students can gain realistic
impressions of careers for further investi-
gation.

Assessment Criteria

1. The community is actively involved in the
career education_ program.

2. Community resource people are utilized in
the classroom presentations.

3. Careers reprsenting a wide range of occu-
pations are presented.

4. On-site resource people are utilized for
small-group student visits.

5. Various individual on-site explorati
are utilized.

Compretensive Assessment of
RESOURCES

r
t.)

ons

0 1 2 3

0 1 2 3'

0 1 2 3

0 1 2 3

0 1 2 3

Total Value
Avg. Value
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- ELEMENT ASSESSMENT COMMENT

-----CDMMUNTCAIWITS

C. The career education program needs to provide
for communication with the community it
serves.

Assessment Criteria
.

.

I. A plan for informing the community 'about 0 1 2 3
__the career e_ducation_prOgram_has been initiated.

2. A variety of methods and materials have
been used to disseminate information about

.

the program.

0 1 2 3

3. The community is encouraged to utilize
the educational facilities.

0_1 2 3

4. Provisions are made to express appreciation
to the community for its continued support.

0 1 2'3

Comprehensive Assessment of Total Value .

COMMUNICATIONS Avg. Value



CURRECALUM- AWARENESS

Guide Sheet

- -When'a question arises concerning assessment criteria, refer to the Oregon Department of
------Edurucaiun-imvtementtn-q-CareEr-Awereness i-n-th-e-,EfienTentary-Snu

- -Training stations, under the element student,lI eefer to those places where students-rearn--
about -job-ta§ks. Example: Some students are provided an opportunity to answer the phone for
the school secretary. To asses questions 5, 6 and 7, one would ask: Is th,ei'e a plan or

approach utilized to train all students in the skill-in answering4hones and taking messages?
Are students provided the training station? (In thit example, the office.) And, is the
Student provided supervision as well as an opportunity to discuss work experience? This is

only one example of many training stations .that could provide work experience within the
elementary school.

Key - Rating Scale

0 - Need for additional support is critical (or element does not exist.

1 - Large amount additional support needed.

2 Some additional support needed.

3 - No additional support needed.

61
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Part IV

CURRICULUM-AWARENESS
The Awareness curriculum must be sufficientl_y_broad_to_provide_caneer
understanding experiences for all students in relationship to their interests
and abilities.

ELEMENT v:7.ASSESSMENT
COMMENT

CAREER GUIDANCE

'A. Career guidance services at this level
assist students in becoming aware of a broad
variety of careers. The specific function of
guidance is to-Atli-V-61y "in
how to make choices. Stress is given to the
development of attitudes regarding the worth
and function of work in our society.

Assessment Criteria

1. The district has a written K-12 guidance
program which defines counselor and teacher
roles.

2. The school board has adopted the K-12 guidance
program.

3. Guidance services are available to assist
-students-in a-sse-ssing-personal-interests, -

aptitudes, and abilities in relation to
present and future lire roles.

4. A planned approach has been implemented
between the guidance and counsel ing staff and

teachers in the study of occupations.

6.3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3
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-4 ELEMENT ASSESSMENT COMMENT

5. A plan has been written for elimination of
sex-role stereotyping.

6. The plan for elimination of sex-role stereo-
typing has been implemented.

7. A re_ording system is used to monitor the

progress of each student.

8. All classroom teachers provide career guidance
services to students as part of their instruc-

tion program.

0 1 2 3-

0 1 2 3

0123

0 1 2 3

0 Comprehensive Assessment of
CAREER GUIDANCE

Total Value
Avg. Value



ELEMENT ASSESSMENT COMMENT

B. All instructinnal programs have a direct
relation to careers. The curriculum design
should have procedures outlined which allow
students participation in school and com-
munity learning activities.

Assessment Criteria

1 The district awareness program has a written
phirdinphy.

2. The district awareness program has a written
--curritutum- pi-an- with measurable student

outcomes.

3. A district policy and written guidelines
for utilization of the work environment as a
part of instruction has been developed.

4. Time is provided teachers for planning
and upgrading the career awareness programs.

Comprehensive Assessment of
DESIGN

6/

0 1 2 3

0 1 2 3

0 1 2 3.

0 1 2 3

Total Value

Avg. Value
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ELEMENT ASSESSMENT COMMENT

INSTRUCTIONAL PROCESS

C. All instruction programs can assist -ttddent5
in becoming more aware of careers. These

concepts should be introduced at the appropri-
ate time and place with respect to the course

of study.

Assessment Criteria

1. Community resources are utilized in instruc-

tion.

N 2. District curriculum guides serve as a basis

for program articulation.

3. Specific areas are taught through an inter-

disciplinary approach.

4. Bilingual programs include career
education concepts. (Omit if no bilingual

students have been identified.)

5. Career education concepts are developed
through variety of classroom, laboratory and

community experiences.

6 zi

6. Student outcomes have been identified and are
being used to improve the total education

effort.

0 1 2 3

0 1 i 3

0 1 2 3

0 1 2 3
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ELEMENT ASSESSMENT COMMENT

7.

8.

Staff members have integrated career education
into their instructional program.

Careers are presented devoid of sex-role
stereotyping.

0 1`2

0 1 2

3

3

I

Comprehensive Assessment of
INSTRUCTIONAL PROCESS

Total Value

Avg. Value

7 I. 7 .



ELEMENT ASSESSMENT COMMENT

STUDENT

D. During the process of becoming aware of
careers, it is essential that all students
be encouraged -to-teiit-more -about them-

selves and their potential careers. A

comprehensive instruction program will
provide classroom and on-site experiences.

Assessment Criteria

1. Experiences are provided that represent
a cross-section of the school and community.

- 2. Students are allowed to observe and inter-
act with workers in a variety of work

settings.,

3. Students are provided the opportunity to
identify their aptitudes and interests

relating to work.

4. Students are provided the opportunity to

express their salf-awareness-as_i-t-retates
to career development or occupational

interest.

5. Training plans are drawn up for each train-
ing station to introduce work experience.

(See page 33)

6. Training stations are utilized as a part of

the instruction program.

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3
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ELEMENT ASSESSMENT COMMENT
T-

7.

8.

.

Adequate coordination and supervision are
provided for work experience.

All students are given opportunities to
explore broad career areas based on their
interests, abilities and aptitudes.

0 1.2

0 1 2

3

3

..... _

Comprehensive Assessment of
STUDENT

Total Value

Avg. Value
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C U.RRfCULUM-EXPLORATIO N

Guide sheet

This section compares the existing school/district program with the comprehensive
career exploration model suggested by the Department of Education as detailed in the
Career Exploration Guidelines.*

-If differences arise concerning Spetific terminology found in this section, consult
the Glossary, page 10; the Career Exploration Guidelines, or determine
by-concensus the definition. to be used.

Key - Rating Scale

-0 - Need for additional. support is critical or element does not exist.

1 Large amount additional support needed.

2 - Some additional support needed.

3 No additional support needed.

*Guidelines for Implemer ing Career Exploration in'the Early Secondary School Years.
Salem, Oregon: the Department of Education; prepublication draft, 1975.
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Part IV

CURRICULUM-EXPLORATION
The curriculum must be sufficiently broad to provide exploratory experiences for

all students. Students must receive meaningful experiences in keeping with their

interests and aptitudes at each grade level.

ELEMENT ASSESSMENT COMMENT

CAREER GUIDANCE AND COUNSELING

A. At no stage of career development is guid-
ance more needed. Students need assistance
in understanding themselves and the career
selection process as they make tentative
occupational decisions.

Assessment Criteria

1. A written long-range guidance plan exists
for the exploration level, which defines
counselor and teacher roles.

2. The written long-range guidance plan has
been implemented.

3. The long-range guidance plan has school

board approval.

4. Experiences are provided for all students

to discover and understand their occupa-
tional interest and aptitudes.

5. Instruction is given in the career decion-
making process.

0123

0 1 2 3

0 1 2 3

0 1 2 3
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ELEMENT ASSESSMENT COMMENT

U10

L _

8i

6. Opportunity is provided the students to
apply the career decision-making process.

7. A plan for elimination of sex-role stereo-
typing has been written.

8. The plan for elimination of sex-role stereo-
typing has been implemented.

9. Teachers and counseling staff assist all
students in plann,ng their occupational
preparation program.

10. Personal folders are utilized to monitor
the progress of each student's career develop-
ment.

11. Records of the students' personal folders
are utilized in helping students in career
explorations.

Comprehensive Assessment of
GUIDANCE !1D COUNSELING

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0123

0123

Total Value

Avg. Value

4,
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ELEMENT

DESIGN

B. To provide a comprehenslive career explora-
tion program, a variety of experiences
must be available to stfudents.

Assessment Criteria

1. Experiences are available to all students
that provide a basic khowledge of economic
principles as they affect work and living.

2. Orientation and exploration of the clustering
process and available clusters is part
of the instructional process.

3. There is a program to foster self-understanding
of occupational interests and aptitudes.

4. Provision is made for on-site exploration
experiences.

5. Each instructional area has a written course

of study with measurable expected student

competencies.

ASSESSMENT COMMENT

6. There is adequate supervision provided for
the students while on work experiences.

Si

0123

0123
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0 I 2 3
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ELEMENT ASSESSMENT COMMENT

7. The district has a planned curriculum where-
in'the exploratory program support's the
awareness program and leads into the career
preparation program.

0 1 2 3

Comprehensive Assessment of
DESIGN

Total Value
Avg. Value

6,)



ELEMENT ASSESSMENT COMMENT

INSTRUCTIONAL PROCESS

C. All instructional programs have a direct
relation to career exploration. Some by
nature of their subject Matter conduct
more explorations than others, but all
must be involved to varying degrees.

Assessment Criteria

1. Instruction in why and where people work
is an integral part of the instructional
program.

2. Instruction in self-understanding is found

in curricular offerings.

3. Instruction is given to help students_relate
occupations to involvement with data, people,
and things.

4. The career decision-making process is a
part of the instruction program.

5. Instruction is planned to eliminate sex-role

_atereotypiag.

ti
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0 1 2 3

0 1 2 3

0 1 2 3
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ELEMENT ASSESSMENT COMMENT

Cluster orientation and exploration instruc-
tion is conducted through the following
subject areas:

6. --Industrial Arts
7. --Home Economics
8. --Business Education
9. --Social Studies

10. --Science/Health
11. --Agriculture

On-site observations and/or exploratory
work experience/placement is conducted
through the following subject areas:

12. --Industrial Arts
13. --Home Economics
14. --Business Education

7-- 15. --Social Studies
16. --Science/Health
17. --Agriculture

Classroom concepts are relateCto occu-
pational applicatius through the following. _

.ubSeetmatter.---areas1

18. --Mathematics
19. --Language Arts
20. --Art
21. --Music

22. --Physical Education
23. --Science
24. --Other

0 1 2 3

0123
0 1 2 3

0 1 ? 3

0.1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3
0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3
0 1 2 3

0 1 2 3

0 1 2 3
0 1 2 3

0 1 2 3

0 1 2 3



ELEMENT ASSESS(IENT COMMENT,

25. On-site work observation/explor'ation expe-

riences are available to all students in
every class.

26. Community resources are being utilized in
cl'assroorn instruction.

27. Career concepts are developed through a
variety of classroom laboratory and com-
munity experiences.

28. District curriculum guides are utilized
as a basis for program articulation.

29. Special consideration to,explore a wide
variety of careers is made for-disadvantaged
students.

30. Special consideration to explore a wide
variety of careers is made for handicapped
students.

3'. Special consideration to explore a wide
variety of careers is made for able and
gifted students.

32. 8i4-i-ngua4programs includeea-reenedueat4on.
(Omit if no bilingual students have been
identified.)

Comprehensive Assesssment of
INSTRUCTIONAL PROCESS

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

Total Value
Avg. Value
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ELEMENT ASSESSMENT COMMENT

9

STUDENT PARTICIPATION

D. At this stage of career development, it
is essential that all students be allowed
and encouraged to explore individual aptitudes
in areas of occupational interests. To be

most effective both classroom and on-site
experiences should be included.

Assessment Criteria'

All students are participating in-some
planned phase of career exploration.

I. Grade level 7

2. Grade-Jevel 8
3. Grade level 9

4. Grade level 10

5. Instruction programs afford each student
the opportunity to understand self in rela-
tion to present and future work.

6,_ Students experience work observation/_
expl-anation aGt-ivi-ti-e&in the job se-t ting

7. Students explore occupations at all levels
of the career ladder.

411111111.1111130111Fald

0 1 2 3
0 1 2 3

0 1 2 3

0 1 2 3

-0-123
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ELEMENT ASSESSMENT COMMENT

8.

9.

Students 'explore careers in small groups.

Students expl,ore careers indis:idually.

0 1 2 3

0 1 2 3

Total ValueComprehenSive Assessment of
STUDENT PARTICIPATION Avg. Value

H,)
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CURRICULUM-PREPARATION
Guide Sheet

The career preparation curriculum section has been de-Signed to assess elements of a model program
for all instruction areas. Assessment team members should avoid assessing only the vocational
portion of the preparation curriculum; to do so would assign an inappropriate ranking to the total
program.

Key - Rating Scale

0 - Need fo'r additional support is critic-al or element does not exist.

1 - Large amount additional support needed.

2 - Some adaitibnal support needed.

3 - No additional support needed.-

9
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Part IV

CURRICULUM-PREPARATION
The-curriculum must be sufficiently broad to provide a wide variety of experiences for all students
within their:levels of interest.

CAREER GUIDANCE

ELEMENT ASSESSMENT COMMENT

A. The career guidance program should assist
each student to satisfactorily complete
career development tasks. The purpose of
these developffiehtal tasks is to help the
student to mature in self-understanding,
self-responsibility, decision-making and
attainment of the attitudes and skills
required for productive citizenship.

Assessment Criteria

1. The district has a written career guidance
plan which has been approved by the adminis-
tration.

2. The district has assigned career guidance
responsibilities to the counseling staff.

3. Each school has a written careen guidance
program defining counselor and teacher
roles, which is compatible with the dis-
trict plan.

4. The written guidance plan provides for
elimination of sex-role stereotyping.

9:)
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,ELEMENT ASSESSMENT.. COMMENT

5. Each school has implemented its career
guidance-program.

6. Classroom teachers'pr&tde career guidance
activities for students es a part oftheir
instruction program.

7. Counselors are given time to assist class-
room teachers in providing career guidance.

8. A career guidance system is designed to
provide for all students.

Ch krecording system monitors each Student's
'-= --guidance plan.

8
.)

10. Regular follow-up is made of all students
who have been enrolled in the career cluster
programs.

11. Regular follow-up is made of all students
terminating prior to completion.

12. Regular follow-up is made of all students
to learn if their training met the needs of
the job for which they were employed.

Comprehensive Assessment of
CAREER GUIDANCE

0 1 2 3

0 1 2 3

0 1 2 3

`0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0123

Total Value
Avg. Value



_ELEMENT ASSESSMENT COMMENT

DESIGN

B. All instructional programs have a direct
relation to career education. -The cur-
riculum,design should have procedures out-

lined to allow students to participate
in-school and community learning activities.

Assessment Criteria

1". The procedures-granting career educa-
tion credit upon completion of a course
are clearly outlined in the course plan'.

.2. Each cluster program has a written course
of study with measurable student competencies.

3. Procedures are clearly outlined for record-
ing the career development credit, compe-
tencies, and attendance required for gradua-

tion.

Cluster programs meet the following state

' requirements for reimbursement:

4. Vocationally certified Onstructor.

5. Curriculum based on manlpower and

student needs.

103

9123

0 1_ 2 3

0 1 2 3

0123

0123

^

r-7



V

ELEMENT ASSESSMENT COMMENT

6, .Aporoved time block including class;
room and laboratory instructional and
supervised work experiences.

0

7. Functioning occupational advisory committee.

8. The vocational educ§tion instruction
program is based upon key occupations
and task analyses.

9. Instruction in each cluster is based upon
common elements identified in the cluster
guide.

10. At least 50 percent of the 11th and 12th
grade students are enrolled in cluster
programs.

11: Minimum competencies have been identified
for all career edacation programs.

12. Each instructional area has a written
course of study with measurable student
competencies,

13. A district policy with written guidelines
is being implemented by all personnel
involved with work experience.

14. The long-range career education plan in-
cludes supervised work experiences as a
major component.

0123
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0 1 2 3

0 1 2 3
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ELEMENT ASSESSMENT COMMENT

15. Release time is provided for coordina-
tion and supervision of students while
on supervised work experience.

16. Training agreements are utilized for each
training station.

17. There is a procedure to recognize train-
ing station sponsors who have cooperated
in the work experience programs.

18. Appropriate youth organizations are an
integral part of cluster programs.

19. Times and finances are available for teacher-
advisors of youth organizations.

20. Time anJ finances are available for teacher-
advisors to supervise classroom-related
projects.

21. Provision has been made for students not
enrolled in cluster programs to meet their
career development competencies in a variety
of,different ways.

22. Specific areas in the curriculum have been
ideritified that can be taught using an
interdisciplinary approach.

23. The preparation curriculum correlates with
the career exploration curriculum of feeder
school(s).

1o,
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ELEMENT ASSESSMENT COMMENT

24:
. .

The preparation curriculum correlates with
local post-seconda6 curriculm offerings.

.

0 1 2 3
.

Comprehensive AssesOant_of TataiVaive
uLSTGN ,i

/

% )59.---Value
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ELEMENT ASSESSMENT COMMENT

INSTRUCTIONAL PROCESS

C. The curriculum should incorpoFate appropriate
knowledge and skills to allow each student to
devel-opear-eer---i-n-tcrest-sand--ab-ii -i-ti-es, It

should also reflect business and industry to
allow each student to develop employable
skills.

Assessment Criteria

1. Community resources-are utilized in the
instruction program.

2. Ocimpationalinstruction is integrated
with supportive courses to provide a blend
of learning experiences.

3. The school administration and teaching
staff implement the interdisciplinary approach
in the school(s).

4. Instruction is adapted to varying levels
of student abilities.

5. Bilingual programs include career education
concepts. (Omit if nc bilingual students
have been identified.)

6. Learning experiences are provided that
represent a current cross-section of the
world of work.

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3
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ELEMENT' ASSESSMENT COMMENT

7.
0 1 2 3Classroom activities allow for maximum

student participation. .

8.

9.

13.

14.

15.

Career education concepts are developed ,

through a variety of classroom, laboratory
and community experiences.

.,

,

Instruftion is planned to eliminate sex-
role stereotyping.

.

Special consideration in the inst.i.uction
process is made which allows each student
to develop career interests and abilities
by:

10. --Disadvantaged students
11. --Handicapped students
12. --Able and gifted students

A-student evaluation proces-g measures
students' achievement toward written curricu-
lum objectives.

Alternative programs are available to
students not enrolled in vocational programs
to meet their career competencies for high
school graduation.

. ,

District curriculum guides are utilized
for program articulation.

0-1-2-3-

.

0 1 2 3

0 1 2 3
0 1 2 3

0 1 2 3

0 1 2 3

----

0 1 2 3

0-1 2 3

.

Comprehensive Assessment of
INSTRUCTIONAL PROCESS

Total

Avg.

Value

Value



ELEMENT

_ _ _

ASSESSMENT

STUDENT

D. At this stage of career development, it
is essential that-all-students receive.
pran-for-employmen--aoppoi1unity
for continued education in their areas of
interest. To be most effective :both class-*
room and on-site .experiencesImist.be included.

Assessment Criteria

1. Competency levels for each student have been
identified and are integrated in the instruc-
tional program.

2. Provision is made for students to move
_from_one level of competency to another at

their own rate.

3. Instruction programs allow each student
to understand the self in relation to work.

4. Intructional programs expose stUdents
to work common to the community.

5. 'Instructional programs expose students
to a broad range of occupations.

6. Students observe workers and the work
process.

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3

0 1 2 3



ELEMENT ASSESSMENT COMMENT

7. Students experience the work environment.

8. Students obtain_ entryAevel skills in_their
s) .

9. Training stations are utilized in relation-
ship to students' tentative career choices.

Cbmprehensive Assessment of
STUDENT PARTJCIPATION

0123

0123

0,17? 3

Total Value
Avg. ValuEi
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CAREER EDUCATION ASSESSMENT

_YOUR VIEWS ARE IMPORTANRAfter yuu read.and examine this publication, please forward your comments to the
publications staff of the Oregon Department of Education. If you would lather talk by telephone, call us at 378 4776.
Or, for your convenience, this response form is provided.

PLEASE RESPOND so that you' views can be considered as we plan future publit.ations. Simply cut out the form, fold
and mail it back to us. We want to heir from you! -

Did you . Qrci ynu find eillelfdlieltti01/StilteCtSie8r-ly-and -,
accurately?

CoMpletely
More than half
Less than- half --

_ Just skimmed

Does this publication fulfill its purpose as stated in the
preface or introduction?

Always yes_ In general, yes

In general, no
Always no_ Other

Were the contents presented in a conVenferit format?
_ Completely

Partly Very easy to use

_ Not at all Fairly easy
Fairly difficult

Did you find this-publication useful in your work? Very difficult
Other

Often
Sometimes Did you find this publication to be free of discrimination_ Seldom or biased content towards racial, ethnic cultural. and

_ Never religious groups, or in terms of sex stereotyping?

Which section is most valuable? _ Yes, without reservations
Yes, with reservations

What type of work do you do? No
Other

_ Classroom teacher
Consultant to classroom teachers
School administrator
Other

Would you recommend this publication to a dcilleague?

_ Yes, without reservations_ Yes, with reservations

No
._ Other

What is your impression of the overall appearance of the
publication (graphic; art, style, type, etc.)?

_ Excellent
Good
Fair

_ Poor

When this [Duplication is revised, what changes would you like to see.made?

Additional comments (Attach a sheet if you wish.)

12:J
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Fold here and seal

Thanks!

BUSINESS REPLY MAIL
114T CLASS rornimr NO. 1111. SIC. 1110. 1... I SALIM 011100N

_ I

Publications Section
Oregon Dopartment of Education
942 Lancaster Drive NE
Salem, Oregon 97310

Fold here and seal

No
Postage Stain,

Necessary
It Mailed-in the"
'United States'
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INSTRUCTIONS FOR THE COOPnINATOR

The coordinator of career education assessment is responsible for planning,
, organiiing'and implementing proced6res for those involved, usually both the

isai and the outside assessment teams:

assessment,--some tasks bav-e been identified: those to
be completed before, during and after the assessment. As a further aid, a time-
line is shown .on page 6.

Before the Assessment

o

Upon request for assessment, the coordinator should contact the district to
schedule an orientation to assessment and the events to. take place. A suggested
agenda may include a discussion of: L--

,l. District objectives.
2. Use of inside and outside teams.
3. Size of teams.
4. Background'of team members.
5. In- seriice for teams:
6. Materials needed (see ChecKlist of Required Materials).
7. Meetings required to complete the process.

-8i Interim and final reports.

After the meeting, proceed with the following activities.:
80

1. Establish and confirm dates for the assessment.
2. Select members for inside and outside teams.
3. Establish and confirm dates, and conduct the orientation meeting(s)

with the inside and 0.,:tside teams.

The following things should be done:

a. Review the reason for the assessment.
b. Review the assessment process. (Each team member should receive

a copy of "The 'What and Why' of .areer Education Program Asssess-
ment."*

c. Review the Glossary of Terms with special emphasis on definitions.**
(These definitions should not change to meet the needs of the
assessment teams.)

d. Assign the inside and outside teams to component _

e. Suggest the format for preparing the profile sheets and writing
the interim and final reports.

f. Specify material that will'be made available to the team._
g. Identify advisory and other lay support Personnel.
h. Train team members without previous assessment experience.
i. Identify special concerns of the district and schools.
j. Identify concerns of the assessment teams.

*Career Education Program Assessment. Salem, Oregon: The Department of Educa-
tion, 1977. Pages iii-x.

**Ibid., page 10. 132
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4. 'Establish and confirm dates for the orientation meeting(s) with the

district and/or school faculties. The following topics._shoUrd, be 0_

discussed:
_

9

a- Who requested the assessment.
b. Why the assessment was requested.
c. What- the assessment will provide the teacher, school, district -,

and other support staff.
Al.._The_teachees_r_oiSLin_the assessment. (This may varyi_smaller

dittfiettiffq -involve -all- staft---whii-e-larger-districts-may-ciiooie

to work with a representative teacher.)
e. Schedules prepared by the principal should be discussed and

copies made available.
f. Questions from the f4culty.
g. Assessment covers the present level of career education program

development, not the effectiveness of individual teachers.

During the Assessment-

If prop-6r preparations have been made prior to the assessment, the coordinator
need only serve as liaison between the district and teams as well as among

the teMTS-

The coordinator should not become deeply involved as an assessment team member?

this will limit availability to the teams. In small districts it is possible

for the coordinator to do some assessment, BUT NOT IF THIS ACTIVITY WILL INTER-

FERE WITH THE COORDINATOR'S ROLE.

After the Assessment.

After the assessment the coordinator should:

I. Conduct a post-assessment meeting with the inside and outside teams

and the district administration to discuss observations.

2. Prepare a final report covering observations, exemplary practices
4nd strengths of individual programs, and recommendations for career

education program deyelopment,

3. Submit the report to the school district and/or schogl within one

week of the completion of the assessment with the recommendation
that each member of the outside team also receive a copy.

4. See that the inside team schedules a meeting with all staff involved
in the assessment within one week of receiving the final assessment

report. This meeting should include:

a. Overall district profile.
b. Developmental level profiles; i.e., Awareness, Exploration,

Preparation.
c. Individual school profiles.
d. Commended or exemplary practices.
e. Strengths of individual programs.
f. Recommendations for additional improvement and/or support.
g. Concerns of teachers, counselors, administrators and other

support staff.

5. See that all notes, records and partial assessments are destroyed.

1233



CHECKLIST OF REQUIRED MATERIALS

In order to use the limited time available for the assessment, the following
documents should be available to the assessment teams. Each document should be
clearly marked as to content:

_ 1. _Career_Education-Long-Range Plans- for:

a. Awareness

b. Exploration

PreparatioQ,

2. Written endorsement of the career education programs foY.:

a. Awareness

b. Exploration

c. Preparation

3. A budget that identifies expenditures for career education at the three
levels:

a. Awareness

b. Exploration

c, Preparation

4. A written document defining the level of authority .for the career education
coordinator: .

a. Awareness

b. Exploration

c. Preparation

5. Written staff comm?tencies for implementing career education for:

a. Awareness

b. Exploration

c. Preparation

6. lirittcn guidelines from each school for implementing the district long-
range plan:

a. Awareness

b. Exploration

c. Preparation 134
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7. Written guidelines for professional development:

a. Awareness

b. Exploration

c. Preparation

8. Written duties and responsibilities of advisory committees:

a. Awareness

b. Exploration

c. Preparation

9. Written plans for replacement and/or maintenance of equipment:

a. Awareness

b. Exploration

c. Preparation

lq. List of teachers and their type of teaching certificate:

a. Awareness

b. Exploration

c, Preparation

11.' Written objectives and planned student outcomes for each course:

a. Awareness

b. Exploration

c. Preparation

12. Advisory committee information:

a. Names and occupations of advisory committee members

b. Minutes of advisory committee meetings

13
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FOR-COORDINATOR'S USE

TIMELINE SHEET

TASK RESPONSIBILITY
DATE TO BE
COMPLETED

DATE
COMPLETED . COMMENTS

1. Contact administration of requ'est-
ing district to set meeting for
overview of the assessment process
and procedure.

'Coordinator

2. Develop agenda for initial meeting
with district administration.

Coordinator
.

3. Selection of team members.
a. Inside

b. Outside (if used)

Coordinator
and District

-AdMinistration
.

4. Contact team members. Coordinator

5. In- service meeting with inside team. Coordinator

6.
.

Coordinate assessment with inside
team.

Coordinator

7. In- service meeting with outside
team.

Coordinator

8. Coordinate the assessment with out- Coordinator 0

side team.

9. Coordinate the final reporting to
the district.

Coordinator

10. Write thank you notes to team
members.

Coordinator

13t 137


